
Forwarding an Email Message 
The ability to compose a message, check your email, and reply to a message 
are basic email skills. It's also helpful to know how to forward a message. 
Forward when you want to send email message you've received to co-
workers, friends, or family.  

To forward an email message: 
 Open the email message you want to forward.  
 Click the Forward button.   
 A new email message window opens.  
 You may see a message such as, "----------Forwarded Message"  

Followed by "from, date, and to" and the original message.  
 The text from the original message may be "quoted," or preceded by 

carat symbols (>).  
 Type any new information at the top of the message.  
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Send.  
 


